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LAST REVISED DATE: 11/13/2020 

General Information 

Task Process Information 

Associating a Receipt to a Voucher. 

Steps to associating a Receipt to a Voucher that was linked to a PO and not to a 

Receipt. 

Note: The receipt must already be created in GEARS first before completing 

this process and you should have the receipt number 

 

GEARS Navigation 

Accounts Payable > Vouchers > Add/Update > 
Regular Entry 

•  

 

 

Process 

This document is intended to provide a quick reference to completing standard transactions within GEARS. 

STEP ACTION DETAILS 

1. Enter the voucher ID that you would like 
to associate to a Receipt. 

Then click                     . 
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2. Click on the tab                                     . 

 

3. For each voucher line that you would 
like to associate to a Receipt, click on 
the link                                     . 

 

4. Click on the link                                    . 

 

 

 

 

 

 

 

Note: If the link is grayed out and looks 
like this                                        , you will 
not be able to click on the link. Please 
contact DBF to remedy this issue. 
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5. Enter the Receipt number and click 

                       .     

 

 

 

6. The details of your Receipt should 
display below. Select the Receipt by 
clicking on the      and then click  

                    . 

 

 

 

7. On returning to the previous page, you 
should see your Receipt information. 

Click                   . 

 



Associating a Receipt to a Voucher GEARS Quick Reference Tip Sheet  

 
 

Page 4 of 4 

8. Click                           . 

 

 

 

9. To match and budget check your 
voucher, choose the action  

 
and then click                            . 

 

10. Choose whether you want to wait for 
the process to finish. 

 

11. Click                                   to submit voucher for approval.  

Note: Upon a “Valid” budget check, the “Submit Approval” button will become active on the “Invoice Information” 

tab.  
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